CHARTER SCHOOL CLOSURE PROCEDURES 


Checklist of Closure Actions 


Charter School: Click here to enter text. 

Grade Levels Served: Click here to enter text. 

Charter Schools Division Staff Member: Click here to enter text. 

Date of LAUSD Board or Charter School Board's Closure Decision: Click here to enter 
text. 

Charter School Designee for Closure Click here to enter text. 

Phone Click here to enter text. 

Email Click here to enter text. 

Charter Board Member Designee Click here to enter text. 

Phone Click here to enter text. 

Email Click here to enter text. 

"Closure Procedures: The procedures for charter school closure are guided by California 
Education Code sections 47604.32, 47605, 47605.6, and 47607 as well as California 
Code of Regulations, Title 5 (5 CCR), sections 11962 and 11962.1. A closed charter 
school must designate a responsible entity to conduct closure activities and identify how 
these activities will be funded. The procedures outlined below are based on "Charter 
School Closure Requirements and Recommendations (Revised 09/2016)" as posted on 
the California Department of Education website. References to "Charter School" apply to 
the charter school's nonprofit corporation and/or governing board." 


# 

Documentation of Closure Action 

Responsi 
ble Party 

Copy of 1 
Notice 1 
Attacheq 

Start 

Date 

Finish 

Date 

1 

Written notice to LAUSD of (1) the 
person(s) designated to be responsible 
for conducting and overseeing all 
closure activities, and (2) the source, 
location, and management of the 
funding for such activities. 

School 




2 

Charter School shall provide a copy of 
this notification of the Closure Action to 
LACOE by registered mail within 72 
hours of the Closure Action. Charter 
School shall simultaneously provide a 

School 
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# 

Documentation of Closure Action 

Responsi 
ble Party 

Copy of 1 
Notice 1 
Attacheq 

Start 

Date 

Finish 

Date 


copy of this notification to CSD. 

• Notification must include but is not 
limited to at least the following: 

1. The effective date of the closure 
of Charter School 

2. The name(s) and contact 
information for the person(s) 
handling inquiries regarding the 
closure 

3. The students' school districts of 
residence 

4. How parents/guardians of all 

students, and all majority age 
and emancipated minor 

students, may obtain copies of 
student records and transcripts, 
including specific information on 
completed courses and credits 
that meet graduation 

requirements 





3 

Charter School shall send written 
notification of the Closure Action to the 
CDE by registered mail within 72 hours 
of the Closure Action. Charter School 
shall provide a copy of this notification 
to the CSD. 

• Notification must include but is not 
limited to at least the following: 

1. The effective date of the closure 
of Charter School 

2. The name(s) and contact 
information for the person(s) 
handling inquiries regarding the 
closure 

3. The students' school districts of 
residence 

4. How parents/guardians of all 

students, and all majority age 
and emancipated minor 

students, may obtain copies of 
student records and transcripts, 

School 
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# 

Documentation of Closure Action 

Responsi 
ble Party 

Copy of 1 
Notice 1 
Attacheq 

Start 

Date 

Finish 

Date 


including specific information on 
completed courses and credits 
that meet graduation 

requirements 

• In addition to the four required items 
above, notification to the CDE must 
also include: 

1. A description of the 

circumstances of the closure 

2. The location of student and 
personnel records 





4 

Charter School shall simultaneously 
provide a copy of the written 
employee and vendor notification, 
with any attachments, to the CSD 
within 72 hours of the Closure Action. 
Charter School shall simultaneously 
provide a copy of the written 
employee and vendor notification, 
with any attachments, to the CSD. 

• Notification must include at least the 
following: 

1. The effective date of the closure 
of Charter School 

2. The name(s) and contact 
information for the person(s) 
handling inquiries regarding the 
closure 

3. The date and manner, which shall 
be no later than 30 days from the 
effective date of the Charter 
School closure, by which Charter 
School shall provide employees 
with written verification of 
employment 

Within 30 days of the effective date of 
closure, Charter School shall provide all 
employees with written verification of 
employment. Charter school shall send 
copies of all such employee verification 

school 





Page 3 of 15 















# 

Documentation of Closure Action 

Responsi 
ble Party 

Copy of 1 
Notice 1 
Attacheq 

Start 

Date 

Finish 

Date 


letters to the CSD. 





5 

Charter School shall send written 
notification of its closure to 

parents/guardians and all majority age 
and emancipated minor students 
currently enrolled in Charter School 
within 72 hours of the Closure Action. 
Charter School shall simultaneously 
provide a copy of the written parent 
notification to CSD. 

• Notification must include but is not 
limited to at least the following: 

1. The effective date of the closure 
of Charter School 

2. The name(s) and contact 
information for the person(s) 
handling inquiries regarding the 
closure 

3. The students' school districts of 
residence 

4. How parents/guardians of all 

students, and all majority age 
and emancipated minor 

students, may obtain copies of 
student records and transcripts, 
including specific information on 
completed courses and credits 
that meet graduation 

requirements 

• In addition to the four required items 

above, notification to 

parents/guardians of all students, 
and all majority age and 

emancipated minor students, shall 
also include: 

1. Information on how to enroll or 

transfer the student to an 

appropriate school 

2. A packet of student information 
that has been certified by the 
school designee that includes 

School 
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# 

Documentation of Closure Action 

Responsi 
ble Party 

Copy of 1 
Notice 1 
Attacheq 

Start 

Date 

Finish 

Date 


closure notice, a copy of the 
student's cumulative record and 
other records, including but not 
limited to grade reports, 
discipline records, immunization 
records, completed coursework, 
credits that meet graduation 
requirements, a transcript, and 
state testing results. 

3. Information on student 

completion of college entrance 
requirements, for all high school 
students affected by the closure 





6 

Charter School shall send written 
notification of the Closure Action to the 
Special Education Local Planning Area 
(SELPA) in which the Charter School 
participates by registered mail within 
72 hours of the Closure Action. 
Charter School shall simultaneously 
provide a copy of this notification to 
the CSD. 

• Notification must include but is not 
limited to at least the following: 

1. The effective date of the 
closure of Charter School 

2. The name(s) and contact 
information for the person(s) 
handling inquiries regarding 
the closure 

3. The students' school districts 
of residence 

4. How parents/guardians of all 

students, and all majority age 
and emancipated minor 

students, may obtain copies of 
student records and 

transcripts, including specific 
information on completed 
courses and credits that meet 
graduation requirements 

School 
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# 

Documentation of Closure Action 

Responsi 
ble Party 

Copy of 
Notice 
Attacheq 

Start 

Date 

Finish 

Date 

7 

Within fourteen (14) calendar days 

of the Closure Action, Charter School 
shall notify, as applicable, the State 
Teachers Retirement System (STRS), 
Public Employees Retirement System 
(PERS), the Social Security 

Administration, and the Los Angeles 
County Office of Education of the 
Closure Action, and follow their 
respective procedures for dissolving 
contracts and reporting. Charter School 
shall provide a copy of these 
notifications and correspondence to the 
CSD. 

• Notification must include but is not 

limited to at least the following: 

1. The effective date of the closure 
of Charter School 

2. The name(s) and contact 

information for the person(s) 
handling inquiries regarding the 
closure 

3. The students' school districts of 
residence 

4. How parents/guardians of all 
students, and all majority age and 
emancipated minor students, may 
obtain copies of student records 
and transcripts, including specific 
information on completed courses 
and credits that meet graduation 
requirements 

School 




8 

Charter School shall send written 
notification of the Closure Action within 
72 hours of the Closure Action to any 
school district that may be responsible 
for providing education services to the 
former students of Charter School. This 
notice must include a list of potentially 
returning students and their home 
schools based on student residence. 
Charter School shall provide a copy of 

School 
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# 

Documentation of Closure Action 

Responsi 
ble Party 

Copy of 
Notice 
Attacheq 

Start 

Date 

Finish 

Date 


these notifications, it any, to the CSD. 

• Notification must include but is not 
limited to at least the following: 

1. The effective date of the closure 
of Charter School 

2. The name(s) and contact 
information for the person(s) 
handling inquiries regarding the 
closure 

3. The students' school districts of 
residence 

4. How parents/guardians of all 

students, and all majority age 
and emancipated minor students 
may obtain copies of student 
records and transcripts, 

including specific information on 
completed courses and credits 
that meet graduation 

requirements 





9 

If the Closure Action is an act of Charter 
School, Charter School shall provide the 
CSD with a copy of the governing board 
resolution or minutes that documents 
its Closure Action. 

School 





# 

School and Student Records 
Retention and Transfer 

Responsi 
ble Party 

Duration 

Start 

Date 

Finish 

Date 

1 

0 

Charter School shall provide the District 
with all original cumulative files and 
behavior records, pursuant to District 
policy and applicable District 

handbook(s) regarding cumulative 
records for secondary and elementary 
schools, for all students both active and 
inactive at the Charter School. Transfer 
of the complete and organized original 
student records to the District, in 

School 
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# 

School and Student Records 
Retention and Transfer 

Responsi 
ble Party 

Duration 

Start 

Date 

Finish 

Date 


accordance with District procedures 
applicable at the time of closure, shall 
occur within seven (7) calendar days 
of the effective date of closure. 





1 

1 

Charter School's process for transferring 
copies of student records to receiving 
schools shall be in accordance with 
applicable law and LAUSD procedures 
for students moving from one school to 
another. 

School 




1 

2 

Charter School shall prepare and 
provide an electronic master list of all 
students to the Charter Schools 
Division. This list will include the 
student's identification number, 

Statewide Student Identifier (SSID), 
birthdate, grade, full name, address, 
home school/school district, enrollment 
date, exit code, exit date, 

parent/guardian name(s), and phone 
number(s). If the Charter School 

closure occurs before the end of the 
school year, the list should also indicate 
the name of the school to which each 
student is transferring, if known. This 
electronic master list shall be delivered 
to the CSD in the form of a CD or 
otherwise in accordance with District 
procedures. (2 copies of the CD for the 
CSD and 1 for the Records Unit or Local 
District Office) (see template 

attachment) 

School 




1 

3 

Charter School must organize the 
original cumulative files for delivery to 
the District in two categories: active 
students and inactive students. Charter 
School will coordinate with the CSD for 
the delivery and/or pickup of the 
student records. 

School 
and CSD 




1 

4 

Charter School must update all student 
records in the California Longitudinal 

School 
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# 

School and Student Records 
Retention and Transfer 

Responsi 
ble Party 

Duration 

Start 

Date 

Finish 

Date 


Pupil Achievement Data bystem 

(CALPADS) prior to closing, (inform CSD 
when this is complete) 





1 

5 

Charter School must provide to the CSD 
a copy of student attendance records, 
teacher gradebooks, Charter School 
payroll records, and Title 1 records (if 
applicable). 

School 




1 

6 

Charter School must provide to the CSD 
the name, title, and contact information 
of the person designated to maintain all 
Charter School personnel records after 
the closure. Personnel records to be 
transferred to and maintained by the 
designee must include any and all 
employee records, including but not 
limited to, records related to 
performance and grievance. Charter 
School must provide to the CSD and the 
designee a list of all active and inactive 
employees and their periods of service. 
Both Charter School and the designee, 
individually and separately, shall inform 
the CSD immediately upon the transfer 
of Charter School's employee records to 
the designee. The school will provide to 
the CSD the completed employee 
template (see attachment) which lists 
all active and inactive employees, time 
of service, and location of the employee 
records. 

School 




1 

7 

Charter School shall ensure that all 
records are boxed and clearly labeled 
by classification of documents and the 
required duration of storage in 
accordance with District procedures 

School 




1 

8 

Charter School shall provide to the 
responsible person(s) designated by the 
governing board of Charter School to 
conduct all closure-related activities a 
list of students in each grade level and, 
for each student, a list of classes 

School 
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# 

School and Student Records 
Retention and Transfer 

Responsi 
ble Party 

Duration 

Start 

Date 

Finish 

Date 


completed and the student's district of 
residence. 





1 

9 

Inform the following District offices of 
the school closure: 

1. Student Records Unit 

2. Director and Executive Director of 
Data Accountability 

3. Office of the Independent Monitor 

4. Director of Nursing 

5. Attendance and Enrollment 

6. Division of Special Education 

Liaison for Charter Schools and 
Psychological Services 

7. SESAC Support 

8. Student Records Unit 

9. Facilities and/or Prop 39 Contacts, 
if appropriate 

CSD 





# 

Financial Close-Out 

Responsi 
ble Party 

Duration 

Start 

Date 

Finish 

Date 

2 

0 

Charter School shall ensure completion 
of an independent final audit within six 
months after the closure of the school 
that includes: 

1. An accounting of all financial 
assets. These may include cash 
and accounts receivable and an 
inventory of property, equipment, 
and other items of material value. 

2. An accounting of all liabilities. 

These may include accounts 
payable or reduction in 

apportionments due to loans, 
unpaid staff compensation, audit 
findings, or other investigations. 

3. An assessment of the disposition 
of any restricted funds received 
by or due to the charter school. 

Board of 
Directors 
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# 

Financial Close-Out II [\ eS Q 0n ,f ' ILuration 

ble Party 

Start 

Date 

Finish 

Date 


This audit may serve as the school's 
annual audit. 





2 

1 

Charter School shall pay for the 
financial closeout audit of the Charter 
School. This audit will be conducted by 
a neutral, independent licensed CPA 
who will employ generally accepted 
accounting principles. Any liability or 
debt incurred by Charter School will be 
the responsibility of Charter School and 
not LAUSD. Charter School understands 
and acknowledges that Charter School 
will cover the outstanding debts or 
liabilities of Charter School. Any unused 
monies at the time of the audit will be 
returned to the appropriate funding 
source. Charter School understands and 
acknowledges that only unrestricted 
funds will be used to pay creditors. Any 
unused AB 602 funds will be returned to 
the District SELPA or the SELPA in which 
Charter School participates, and other 
categorical funds will be returned to the 
source of funds. 

Board of 
Directors 




2 

2 

Charter School shall ensure the 
completion and filing of any annual 
reports required. These reports include 
but are not necessarily limited to: 

1. Preliminary budgets 

2. First Interim financial reports 

3. Second interim financial reports 

4. Final unaudited reports 

These reports must be submitted to the 
CDE and the authorizing entity in the 
form required. These reports should be 
submitted as soon as possible after the 
Closure Action, but no later than the 
required deadline for reporting for the 
fiscal year. 

Board of 
Directors 
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# 

Financial Close-Out II [\ eS Q 0n ,f ' ILuration 

ble Party 

Start 

Date 

Finish 

Date 


For apportionment of categorical 
programs, the CDE will count the prior 
year average daily attendance (ADA) or 
enrollment data of the closed charter 
school with the data of the authorizing 
entity. This practice will occur in the 
first year after the closure and will 
continue until CDE data collection 
processes reflect ADA or enrollment 
adjustments for all affected LEAs due to 
the charter closure. 





2 

3 

The closeout audit must identify the 
disposition of all liabilities of the Charter 
School. Charter School closure 

procedures must also ensure 

appropriate disposal, in accordance 
with the District Required Language 
provisions in Element 11 of this Charter, 
Charter School's governing board 
bylaws, fiscal procedures, and any 
other applicable laws and regulations, 
of any net assets remaining after all 
liabilities of Charter School have been 
paid or otherwise addressed. Such 
disposal includes, but is not limited to: 

1. Charter School, at its cost and 

expense, shall return to the 
District any and all property, 
furniture, equipment, supplies, 
and other assets provided to 
Charter School by or on behalf of 
the District. The District discloses 
that the California Education Code 
sets forth the requirements for 
the disposition of the District's 
personal property and Charter 
School shall bear responsibility 
and liability for any disposition in 
violation of statutory 

requirements. 

2. The return of any donated 
materials and property in 
accordance with any terms and 

Board of 
Directors 
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# 

Financial Close-Out II [\ eS Q 0n ,f ' ILuration 

ble Party 

Start 

Date 

Finish 

Date 


conditions set when the donations 
were accepted. 

3. The return of any grant and 
restricted categorical funds to 
their source according to the 
terms of the grant or state and 
federal law. 

4. The submission of final 

expenditure reports for any 
entitlement grants and the filing 
of Final Expenditure Reports and 
Final Performance Reports, as 
appropriate. 





2 

4 

If Charter School is operated by a 
nonprofit corporation, and if the 
corporation does not have any 
functions other than operation of 
Charter School, the corporation shall be 
dissolved according to its bylaws. 

Board of 
Directors 




2 

5 

Charter School shall retain sufficient 
staff, as deemed appropriate by Charter 
School governing board, to complete all 
necessary tasks and procedures 
required to close the school and 
transfer records in accordance with 
these closure procedures. 

Board of 
Directors 




2 

6 

Charter School's governing board shall 
adopt a plan for wind-up of Charter 
School and, if necessary, the 
corporation, in accordance with the 
requirements of the Corporations Code. 

Board of 
Directors 




2 

7 

Charter School shall provide LAUSD 
within fourteen (14) calendar days 

of the Closure Action with written notice 
of any outstanding payments due to 
staff and the time frame and method by 
which Charter School will make the 
payments. 

Board of 
Directors 
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# 

Financial Close-Out 

Responsi 
ble Party 

Duration 

Start 

Date 

Finish 

Date 

2 

8 

Prior to final close-out. Charter School 
shall complete all actions required by 
applicable law, including but not limited 
to the following: 

1. File all final federal, state, and 
local employer payroll tax returns 
and issue final W-2s and Form 
1099s by the statutory deadlines. 

2. Make final federal tax payments 
(employee taxes, etc.) 

3. Complete and submit all required 
federal and state filings and 
notices to the State of California, 
the Internal Revenue Service, and 
the Department of the Treasury, 
including but not limited to final 
tax returns and forms (e.g. Form 
990 and related Schedules). 

Board of 
Directors 





# 

Additional Closure Action 

Responsi 
ble Party 

Duration 

Start 

Date 

Finish 

Date 

2 

9 

Based on the school's and 
organization's structure send to the 
Charter Schools Division the “exit" 700 
forms for oositions "aDDlicable" within 
30 days of school's closure: 

School & 
Board of 
Directors 





1. All Board Members 

2. Chief Executive Director 

3. Executive Director 

4. Superintendent 

5. Operations Director or 
Coordinator 

6. Director 

7. Principal 

8. Fiscal or Business Manager 

9. Financial Adviser or Manager 

10. Consultant positions which 
advise on decision-making 
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# 

Additional Closure Action 

Responsi 
ble Party 

Duration 

Start 

Date 

Finish 

Date 
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